
DEPARTMENT REVIEW TASK 

 

 
 

Workflow Portals  

(not task list) 

 

Reports Tab 

 Emails Sent 

 Department Review Status 

 Routing Slip,  

 Project Markup Listing, etc. 

 

 

Select Department Review Task 

 

 

 

 

Select these tabs for Plan Information 

and Routing Slip 

Activity Instructions explains your task 

that needs to be completed 

 

 

ASSIGN REVIEWERS 
 
Select Checkbox 

Select Individual or First in Group 

Select Reviewer 

Select Assign/Remove Reviewers 

 

 

 

 

NEW E-FORM 



 

 

Select In Review 

Select Save and Close so that the task will stay 

on your task list until all changemarks are 

completed and uploaded (see below) 

 

 

Complete your review of the plan via 

changemarks through the Brava Viewer (same 

way you complete your review now) 

 

LOADING CHANGEMARKS 
 

 

To load your comments, be sure to Select 

the Click Here to Load Changemarks 

button 

 

 

 

COMPLETING REVIEW 
 

Select appropriate status (revision, approved, 

etc) 

Select checkbox (your task is not Complete 

until you select this checkbox, then select 

complete) 

Select Complete (DLD, DED reviewers DO NOT 

select Complete until all subordinate agency 

reviews have been completed) 


